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About OnCourse

OnCourse by Schoolworksite.com is a timesaving Web site that facilitates lesson planning and homework posting for
teachers and helps administrators readily review and supervise lesson plans and track state curriculum standards.
OnCourse provides:

Teacher Web-based Lesson Plan Book- Teachers can create and archive lesson plans, link them to
state standards, and then submit them to administrators instantly. A Web site editor allows teachers to
personalize web pages where homework assignments are published automatically from their lesson
plans each night. Teachers can also post syllabi, and resource pages for students, parents, and
colleagues.

Administrator Lesson Plan Manager- Administrators can review, comment on, and print out lesson
plans for their entire school from one organized and easy to navigate interface. Administrators can
also monitor teacher websites and school calendars from this management center.

Track and Analyze State Standards - The OnCourse Reporting Suite allows administrators and teachers
the ability to track the extent to which each content area of the curriculum addresses state standards for any
given week, month, or year. Users can then drill down and see, for example, which lessons focus on reading
standards, how often reading standards are linked to lesson plans, and even what percentage of lesson
plans are geared toward reading standards.

Minimum System Requirements

. PCs — Access to the Internet using Internet Explorer 5.5 or higher, Mozilla FireFox 1.0 or higher, or Netscape 7.2 or
higher.

. MACs — OS 10.0 or higher and access to the Internet using Netscape 7.2 or higher, or Mozilla FireFox 1.0 or higher.

. Adobe Acrobat Reader — Required to download, view, and print user guides that are posted online.

. Pop-up Blockers — OnCourse requires that a variety of dialog boxes open. Pop-up blockers should be turned off
because they can prevent these dialog boxes from opening properly.

. ActiveX Plugin — The reports feature on the administrative component requires a free download from the Internet.

. System Fonts — Set the system fonts to medium in order to achieve a maximum display for the OnCourse screens.
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Getting Into OnCourse

Step 1: Logon to OnCourse

ELTMEIE
| &

1. Open your Internet browser. GO 10 8 Gl o sirwee lc-sm @ s
2. Type www.schoolworksite.com on the URL address line. (If desired, OnC !
, . n Course
add www.schoolworksite.com to your favorites in order to open the o sciesomcsecom
site quickly.)

B R

On Course
3. Click “Go” or hit the “Enter” key. ]

4. Logon to www.schoolworksite.com with the username and password
that has been assigned to you, then click “Go” or hit the Enter key.

Teacher Web-based Lesson Plan Book-

Administrator Lesson Plan Manage:

*Your username is your full email address. An example of a

username would be yourname@yourschool.k12.nj.us.

48 _[8] x|
Ele Edt Vew Favortes ook felp | &
Qu-O-x DL Moroones €| 2- 2 @ - JE B

address [&] hitpfun, schooworksite,comjhor
Google~ | B [P | & i3 boded ruiorl | id options 2

Wy Programs Ty Profie Support Certer Log Ot A

Step 2: Opening the Lesson Plan Screen (My Planner)

EENETEE

B My Planner = Create, save and submit your weekly fessons.
O My Website Editor > casiy create and maintain your own website.

1. Click “My Planner” on the opening screen.

@ User Guides > step by Step User Guides o hejo get started

B FAQ = Check outthis list of Frequently Asked Questions.
CREEL =] - SR
[ 57262005 B> =) B Contact Us = Need help? Send us 2 message!

Copy Standards Button

Use this newtoolbar button to anl
copy your standards from one boxto
another without copying plans,
homewar

et 4



to offer.

Navigating In “My Planner”

The lesson plan screen opens to the current week’s lesson plan, which includes a panel down the left side of the screen
(which will now be referred to as the “Navigation Tree”). From this “tree”, you will access most of the features OnCourse has

numbers.

The following is an example of the opening screen for “My Planner.”

Note: New users will see a tutorial screen displaying
several tips for using many OnCourse features. You
can close the tutorial tab and follow the steps below.

A

Calendar. This section allows you to use

the calendar to move backward to previously
written lesson plans and forward to work on
upcoming lesson plans. The current week’s
lesson plan remains open as well as any
additional lesson plan weeks. Note: Lesson
plans are archived by Schoolworksite.com for
up to five years.

Click on << or >> to move backward or forward one year.
Click on < or > to move backward or forward one month.

Click on any week in the monthly calendar to move
to the lesson plans for that week.

Each feature will be covered in depth in another section of this manual. Refer to the Table of Contents for page

.
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Navigation Tree. This section allows you to

navigate between all the features of OnCourse.

Each feature will be covered in depth in other
sections of this manual.
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Navigating in “My Planner” — The Lesson Plan Toolbar

A. Hide/Show Frame Icon. Clicking on this icon
will close and open the calendar panel at the left
side of the screen.  Closing this panel provides
more “screen space” for the lesson plan grid.

B. Double Pages Icon. (Copy Weekly Plans) Copies
entire week’s lesson plans (all blocks) including text,
homework, standards, document attachments, etc.

C. Clipboard Icon. (Paste Weekly Plans) Pastes
the copied weekly plans into your lesson plan
blocks. Used in conjunction with the “Double
Pages” icon (Copy Week). This icon will be
extremely helpful when you are copying from one
week to another or when you are copying a co-
worker’s plans. For more information on lesson plan
sharing, refer to pages 19 — 23.

D. Page Box. By default, four periods are displayed
per screen (page). In OnCourse, five pages are
available for lesson planning. Although not realistic, up
to 20 periods are available for lesson planning. Click
~ on the right side of the box to choose the next page
(set of four periods) to be displayed in the lesson plan

grid.

< schoolworksite.com - Microsoft Internet Explorer 4Bl -1 |
Fle Edit Yiew Favorites Tools  Help | :‘"

Q-0 11 &

1 C h ‘:‘\7’ Favorites ‘\(‘ - \'._;_ - '- G ";“ , H

Addres: B be{a‘schuui orksitefco nner_frame, asp I / j GD |Links e @ -
Goo \ ]| p searchweb - | 0 | B0 113blacked fel 2]l | pdcptions 2 /
My Progral My Priofile Sufport Center Log Off
00 07\s2005 O
[T By = [Page 1 =] [weekly iew | [Load Template =] Settings | Print Preview | ™ PostPlans
=
4 \ -
1 4 /s T
18 A z 253
E ® = B 7
Change User— =] ’g
= & Technology =
p|'|E F |
i unit Plans —
0 Documents
[ My Calendar 5
| Comments g
2 search Plans =
&) Reports
a}isharing ”
B aTenpltes |8 Lesson plans
[# 32005 Plans g .
§ appear in
these blocks.
&
7
2
=
E
=
=
£
w
|£j Done liliyili,i # Internet

E. View Box. Lesson plans may be displayed in “Weekly
View “or “Daily View.” Click on the « at the right side of

the box to change the view.

F. Load Template. Repetitive entries can be saved in a
lesson plan template. Careful planning and design of your

template will reduce the amount of repetitive typing
necessary in each week’s lesson plans. Click + at the

right

side of the box to load the template you previously designed.
For more information on templates, refer to pages 8 -11, 13.

G. Settings Button. Click here to adjust the width of the four columns
displayed on the screen and to turn off the days of the week displayed down
the left side of the lesson plan grid.

H. Print Preview. Click this button to print the lesson plans currently
displayed on the screen. Each page must be printed separately.

|. Post Plans Checkbox. Click this checkbox to release the
lesson plans to your administrator. Until this box is checked, no
one, other than the teacher, can access the plans for that week. 6




Navigating in “My Planner” — The Main Menu and Moving Toolbars

IGO gle - I - i B Searchweh - i ot} i 5 113blocked  fE] 2utorill | @) options

Support Certer

v

July 2005
< Qr =

Mo Tu Wie Th Fr By = IF'aQEW =l IWeekIyViaw;I ILDad Template = |  Settings Frint Preview I [~ PostPlans

o o3 oo -
18 18 2 A 2 =28a

2R 26 27 28 29 = ﬁ@
Main Menu. Each button takes you to a different screen and activity:

. My Programs—returns to the opening screen of Schoolworksite.
. My Profile—displays the user’s personal information and provides a place to change the Schoolworksite password.
. Support Center—clicking this button displays three tabs: Frequently Asked Questions, User Manuals, and Contact Us.
Clicking on “Frequently Asked Questions” is a good way to review common issues related to getting started in
OnCourse.
Clicking on “User Manuals” will provide the user access to manuals of operation. Adobe Acrobat Reader must be on
the computer in order for this feature to work.
Clicking on “Contact Us” will allow you to send a message directly to Schoolworksite’s support personnel. Use this
feature to ask questions or make suggestions.
. Log Off—closes Schoolworksite and returns to the log in screen.

Moving Toolbar.

As you move the cursor into each of the individual blocks of the lesson plan display screen, four icons will appear in
the upper right corner of the block as shown in illustration below. Each of the icons carries out a function for that
individual block of the lesson plan. Hovering over each icon briefly will define its purpose.

My Programs iy Profile

T G Double Pages Icon: (Top Left) Copies the entire contents of the block including
G = [Page 1 =] weapven < [oa e 1€XE, hOmework, and standards

July 205
== = Cur = ~c
Mo Tu We Th

@ v jul

R NN __ Double Pages With Yellow Top Page Icon: (Top Right) Copies the standards
Tl 2 2l \‘5’5’ linked to that particular lesson plan block
=% Clipboard Icon: (Bottom Left) Pastes the copied information into the selected
® ey | block
i ) Eraser Icon: (Bottom Right) Clears (deletes) the contents of the block
Heomns |3 Note: There is no “Undo” button, so use the eraser carefully.

- Search Plans 7



Getting Started — Creating Your Template

Information that will be repeated each time in a new week’s lesson plan should be included in your template. A great deal of
time can be saved if your template is set up properly. Some examples of information (or settings) that should be included in
your template include: the number of columns, column labels, and the components of your lesson plan (Title, Objective,
Procedure/ Activities/Techniques, Evaluation/Assessment, and Accommodations/Modifications/Differentiated Instruction).

Opening Your Template

1. Click on “Templates” from the “Navigation Tree.”

4} Schoolworksite.com - Microsoft Int

File Edit Yiew Favorites Tools L

Q- Q- 1x & B

Address I.’Q http:ffbeta, schoolworksite, con

Google - | j_
My Programs
00 071182005
=B = [
2. After clicking on “Templates”, you will see two options: A o

“Add New” and “My Template.” Click on “My Template.” ~Change User—_ 5]

3. A blank “My Template” tab will open.

11 1z 13 14 15
@ 13 2 21 @
T A

Monday

= 2 Technology
Trainer

8 unit Plans

10 Documents
] My Calendar
.| Comments

- Search Plans

Tuesday

f;f Reparts
8 Sharing
»,__[ Template:
] Add Mew
N .EMV

Wednesday

7 7 Template

+ 12005 Plans

J " L
e [ ot o v

frams o
Google- | =] Ghsewchieb - | @ | B i130kded Fl/io7 | Edopons 2

LLLLL

Template =
8 ) B = [Page 1 =] [Weeky View =] [Load Terpate =] Selings | PintPrview || ReNae | nekle
5

Galla
L-Y4

e

Note: “My Template” is the
default name assigned to your
template. To change the name,
click on the “Re-name” button.



Getting Started — Creating Your Template (Step 1)

Now you are ready to begin setting up your template with all the information that needs to be repeated each week.

Step 1: Setting up Your Columns

Notice from the illustration on the previous page, the template opens to four columns. You may change that to one column, two
columns, or three columns. Also consider the number of “pages” in your “book”. For example, if you teach six classes, you may
decide to have three columns on page 1 and three columns on page 2, or you may decide to have four columns on page 1 and
two columns on page 2. If you are teaching three classes in a block schedule, you may choose to have two columns on page 1
and one column on page 2, or you may decide to have one column on each of 3 pages. The organization of the lesson plan

template is strictly up to you.

2l Schoolworksite.com - Microsoft Internel

I Fle Edt View Favortes Tooks  Help

Explorer

Click on the “Settings” button on the main @@= - =18 & =

P

e

3

Address [&] hitp:jfbeta schoolwarksite. com{Plar

fer/planner_frame asp

toolbar of the “My Template” tab. A s B e e EiEa)
window will pop-up which will allow you to g U
ad]ust your COIumnS. The percentages ol | = [Page 1 o] [wreekty view =] [Load Tempite = Settings | Print Preview | ReMame | Dekete
typed under each column number must N =5
% % P
add up to 100%. Thanofilcer ;I"'g
=] Techiplogy =
-ihttp:/ /beta.schoolwork te.com -5 g L T | o atp
S .
Examples of Column Settings
, ange the percentages below to adjUst your Golu
W \ /3 http://beta.schoolworksite.com = S A8l -10] x| X http:/ /betaschoolworksite.com -5 @l - 10| x|
i i % i just Columns Adjust Columns
|25 /|25 0025 /|25 0% or ne Ad t Col d I
Change the percentages below to adjust wour column For Three Change the percentages below to adjust your column
WEekday Labels COIU mn: sizes (Note: Columns must add up to 100% COIU mns sizes, (Hote: Columns must add up to 100.)
| 1 2 3 4 | : | 1 2 3 4 |
it maak Iabels (s Mo Taes, Wed.m [oo eeo w0 sl e 3 w3 sl el
IOn VI
Sawe | /' /beta.schoolworksite.com - 5
=l 2l g/ /et a-schookoek i "IEI;IEI%I F F /2 http://beta.schoolworksite.com - 5 g o [
i one nkernel 7 i =
Gowe [ [ [T T[40 werme £ Adjust Columns or rour Adjust Columns
Change the pereentages below to adjust your column Change the percentages belom to adjust your column
For TWO sizes. (Note: Columns must add up to 100%.) COIU mns sigzes. (NSte: Colugmns must add qu tov'mn%.)
All settings are per page. If you need more Columns: (three big
columns, switch to a new page using the 50 wfs0  wfp il % and one T T E | T
page drop-down box. “skinny”)
Repeat the directions above to set the

number of columns for your new page.




Getting Started — Creating Your Template (Step 2)

Step 2: Setting Up Your Column Headers

My Profile

2005 (T4 n‘linemplate x|

CIiCk in the header rOW above eaCh Column e Tu ; =' f = |F'age1;||WEeKIyV\ew;||LoadTemp\ate;| Settings Frint Preview
(between the blue toolbar and the Monday R I o
bIOCk) F- 3 27 2% 2 ".E 5 2 =5
,gr;::::m.;v =] > Edit Period Name Box |
8 unit Plans I
. . ”» . . 0 Documents -
2. An “Edit Period Name Box” will appear. Type in Moo\ § Cncel
. N Zamments z
the name of your subject. YOL_J may decide to g S —
name each column by the period or the block (or 88 5haring -
= [ Templates 4"5

any combination). Click Save and repeat for each
column. If you have multiple pages, repeat for
each page.

Examples of Course Headers:

.
b (0782005 (5| My TEmplate =
P B 1 | Page 1 ‘Wweekly View = | | Load Template = ttings Frint Preview Delete
a8 =] | Fage 1 1 [ 'weekly View -1 | plate - | o | | |
7 i Algebral Block 2 Alg. 1 -Block 1 10:30 - 11:30 Algebra 1
14 15 T

Sa5a
Bo

T
=
Ty
2
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Getting Started — Creating Your Template (Step 3)

Step 3: Setting Up Your Lesson Plan Block

1. Place your mouse pointer in Monday’s block.
Your mouse pointer will turn into a “hand”. Click
your left mouse button. The Lesson Plan Editor
window will open as shown in the figure below.

2 http://10.1.1.21 - Schoohvorksits

rosoft Internet Explorer

Enter Homework Here - (Press Shift-Ertsr For Singls Spasirg)

L

v |[Highlioht — ~

&] Done & Internet

Click in the top portion of the Lesson Plan Editor to —»
begin entering your lesson plan components. (Title,
Objective, Procedures/Activities/Techniques,
Evaluation/Assessment etc...). Note: Pressing
<enter> after each line will double space. To single
space, hold down the <shift> key and press

<enters.

When complete, click “Save & Close.”

b 1 http://beta.schoobworksite.com - Schoolworksite.com - Microsoft Internet Explorern

iy Programs: ]

July 2005 7182005 3 [ M Template %I
= Cur = orr p.
TR [ B = [Poge 1 -] [Weckl, iew -
Hal
M B
Change U ser- -2 \
o
= A Technology =
Trainer
8 unit Plans
0 Documents

[Save |[Cioze || Save & closs |

Change Day/Period: | Tus v | Materials

Enter Lesson Plan Here - (Press Shift-Enter For Single Spacing)

— [Symbols v| &7 ]

] v

~|

= = R R I -

s v|B £ U = | [Highlight

[ Fore

on Creating a Weekly Lesson Plan.

Title: Note: This upper textbox is for your lesson plans. While

Obj.: preparing your template, only the information that needs to be
P/A/T: repeated every week should be typed at this time. Variable

E/A: information is typed in this box after your template is loaded in
AM/DI: preparation of your weekly planning. See page 13 for instructions

Enter Homework Here - (Press Shift-Enter For Single Spacing)
S 4 BB o e s e
u

|5z v| B £ | Highiight
“lower-bo home Nhilepreparing-vo

may choose to enter the name of your subject or period. Anything typed in this box will b

automatically copied to the homework section of your website and to your calendar.

€] Done & Internet

BEE3)

()
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Getting Started — Creating Your Template (Step 3 Continued)

Step 3: Setting Up Your Lesson Plan Block

4. You now need to populate the remaining lesson plan

blocks. If all the information that you typed in T EE
Monday’s block can be applied throughout all blocks, z oz o o5 oa| B [ > o
you can use the copy and paste buttons on the EEEEC 4
H = 2 Technology = | aiDI;
moving toolbar.
2 Unit Plans
@ Docurments -
] My Calendar 3
. . , o | Comments E
To copy the block, click the copy button in Monday’s block. S searchplens |F
&) Reports

Move to another block. The moving toolbar will move with you.

Iy Programs

August 2005
= Cur =

u we Th  Fr

| Iy Profile
182005 5y My Template x

i B = ’Page1 - lW’aekI}lView ~| Seftings | Print Preview I Re-Mame

Click the paste button in the new block. Repeat for all blocks if

applicable.

Note: If you can not populate all blocks with the same information as you did on Monday,
click on the box that needs to contain different information. Type the information in the
Lesson Plan Editor. You can use the “Copy” and “Paste” buttons in the lesson plan blocks if
this information can be repeated in another block. The last information copied using the
copy button will be the information that is pasted when the paste button is selected —

“copy once, paste many.”
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Step 1: Selecting the Appropriate Week

1.

Step 2: Load Your Template

1.

Creating A Weekly Lesson Plan

The lesson plan screen automatically defaults to the current week, which is shown on the Date and Padlock tab, when the
screen opens. Note: New users will see a tutorial screen displaying several tips for using many OnCourse features. You

can close the tutorial tab and follow the steps below.

If you are preparing lesson plans for the current week which opened as the
default (Date and Padlock tab), skip to step 2. To create lesson plans for a
different week, click on the calendar to change the week for which you want

to create lesson plans. |
A new tab will open with the date of the week you selected. (Monday’s date)

12 14 15

11 12
12 19 20 21 22
28 2 27 28 09

= A Technology
Trainer

{2 Unit Plans
@ Cocuments
£ My Calendar

Wy Programs
0711812005 &
M =] B, 5| Page 1 || WeeklyView || Load T

My Profile

Monday

2aBs
R

sday

My Programs

July 2005
== = Cur =
o Tu  We

Before entering any plans, you must first load all the

2005 (5 [07/25/2005 %

4 5 3 7 ]

repetitive information you saved in your template. If you
omit this step, begin typing your plans, and later choose
to load a template, you will loose all information typed.

1 12 13 14 15
12 13 20 21 oz
25 2% 2 2 29

<
Monday

To load your template, click the ¥ of the “Load = &lechoolony

Template” drop-down box. Select the appropriate

template from the list.

You will now see the columns, column headings, and all
information typed in your lesson plan block when you
designed your template.

4 5

v

Note: All settings are PER PAGE. If you have more than
one page of lesson plans, you will have to repeat the above

step for each page!

=

EiE
c5
=

0782005 ([ 072572005 <
By 2 Page 1 + || WeeklyView v | Load Template v

Iy Profile

| Page 1 | ‘wWeeklyView » J Load Template » || Setting

C
cience

& 7 8

Math

S

Title:
Obj
PAAT.
EdA
AMDI

<
Monday

Title:
Ohj
PiAT:
Eim
AMADI:
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1.

Creating A Weekly Lesson Plan

Step 3: Entering Your Plans

Click anywhere in the white block of the

0711812005 (3| 0772512005 i

P PPN DO 1) Bty | Page 1 || Wieekly View v || Load Template v || Settings | [
e ) : :

day and subject in which you want to
begin. Note: Your mouse pointer will be
a hand.

The Lesson Plan Editor will open.

Notice the “Edit Plans/Homework” tab is
active. The information you entered
while preparing your template appears in
the top portion of the editor. Click in the
box wherever you want to begin typing.

Type homework in the lower portion of
the window. Note: Homework is posted
on your website automatically when the
assignment date becomes the current
date.

Click on the appropriate tab to attach

unit plans and documents (if applicable)
and to link the standards for your lesson
plan. Each of these features is

5 3 7 ] Math Seience
}; ég é‘: ;; Title: Title:
% 2 2 23 | =|0hj » Ohj
= 2 Pra: . PAALT:
g EdA: Eif
= ATechnology AT AT
Trainer

~— ™ ng]
Q%%Eﬂf@cxzng = [ o
Fant v|sze w| B £ O = = = = i= = £ €& [Color « || Highlight -
. 1
Title: I
Obj.: I
P/A/T:
EA: |
A/M/DI: 1
1
[

Enter Homework Here - [Press Shift-Erte; ng)
g%%@,nlmxzng = |symbols v | &2 B [ [ g
Fork - S\zelv B 7 U === EiZ = £E i€ [Color ~ | Highlight |~

Type Homework Here
&] Done B Internet

highlighted in this manual. Refer to the
Table of Contents for page numbers.

Click “Save” and change to a different
day and/or subject (column header) by
using the “Change Day/Period” drop-
down boxes or click “Save & Close” to
save changes and exit the editor.

Note: lcons will appear in the lesson plan block for items

“House” - homework assigned to the lesson

[

i

|

|

.

I linked to your lesson:
|

JI “Flag” — standards linked to lesson

“Paper Clip” - documents attached to lesson

“Book” — unit plan attached to lesson

(not shown).

SpellingWord Study

: Vocabulary Lesson Two -
eview Reading
Comprehension Activity

(o]
R

E: Student Participation

M: Vocabulary Packets

e



The Lesson Plan Editor
Weekly lesson plans can be entered into the Lesson Plan Editor without closing after each day/subject by using the “Change
Period/Day” drop-down boxes and the “Tabbed Windows”. More information can be found regarding the contents of each tab.
Refer to the Table of Contents for page numbers.
“Tabbed Windows” - allow you to enter/edit your plans, attach unit plans,

attach documents, and link standards.

<2 http://beta.schoobvorksite.com - Schoobworke.'e.com - Microsoft Internet Explorer

Edit Plans,/Homewor: | h Documents iana GLEs LA Comprehensive Cureicul y
“Change Period/Dayu dl‘Op-dOWﬂ boxes > Change Day/Period: | Tue + | Materisls | Save & Cloze
Enter Les=on Plan Here - [Press Shift-Enter For Single Spacing)
S b BRER o o 8 %@ = [symbas v & B ] SO v
. ] | Fonk _v:_Si_ze__v' B 7 U === = i= = i i '(_:__olo_r _v._'_}_—iighli_ght v
Word-processing Tool Bars t
If you are not sure what an icon does,
hover over the icon with your mouse
pointer. A “tool tip” box will tell you
what will happen if you click the icon.
Copying your plans from MicrOSOft OffiC6? Enter Homework Here - [Press Shift-Enter For Single Spacing)
: H H & & B v ou s P % § —E.Smbols\ﬁ'glﬂ | ik
If you are having problems with formatting L {.m. e ‘i _ E" el i g ‘Pv
your text in the editor and you copied your : :  — — '
plans from a Microsoft Office product, try the
following icons:
@Done & Internst

Clean Up Word Formatting - %1 After copying your plans from Word, click this button. This will
remove some of the formatting codes from the Office document that are no longer necessary in
OnCourse.

Remove Word Formatting - = Use of the “Clean Up Word Formatting” button is recommended.

However, if you are not satisfied after using this button, you can try using the “Remove Word

Formatting” button. If you use this feature, you will have to reformat your text using the OnCourse 15
Lesson Plan Editor.



Submitting Your Weekly Lesson Plan To Your Administrator

Once you have completed your weekly lesson plan, you are ready to post for administrative review.

Step 1: Posting Your Plans

hy Programs

July 2005
= Cur =

Mo Tu e Th Fr

=B & P‘age1 || Weekly View v LoadTEmpIal‘e v []Past Plans

My Priofile Support Center

4 5 [} & 8

Math

Science A Social Studies

1 12 13 14 15
18 13 20 21 22

Title
Mhi

23C3 [Title Title
M Mhie

1.  Click the “Post Plans” box. A
check mark will appear in the
box. (This box must be checked
in order for your administrator to
gain access to your lesson
plans.)

2. Click “OK” to the question,

“Make plans available to |t | [ conce

administrator?”

Note: Administrator’s have
“view only” access.

To Revoke Access:

1.  Uncheck the “Post Plans” box.

2. Click “OK” to the question, “Revoke

Microsoft Internet Explorer g]

? / Revoke access to plans?
H".

access to plans?”

Note: Your administrator no longer
has access to your plans.

> [ ok 1 [ Cancel

Made a change to your lesson plan?

After submitting your plans, any changes
made will automatically copy over for
administrative review.

You may choose to revoke plans first, make
the changes and then repost. However, this
is not necessary.
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Printing Your Lesson Plans

Lesson plans may be printed with or without homework and standards. You also have a choice whether or not you want
to include the names of unit plans and/or documents linked to your lessons.

by Programs
077252005 ()

IEQ;“. # | Page 1 || Weekly View || Load Template v | Frink Pgeviews | [ ] Post Plans

Math Seience

My Priofile Support Center

July 2005
< Cur =

Step 1: Click the “Print Preview” button
on the Main Toolbar.

Mo Tu 'l.;u'e Th

Social Studies

Title
Mhi

Step 2: Select Printing Options

1.  The “Print Preview” window will

open. At the top of the screen,
select the items that you want to Lesson Plans for Technology Trainer for week of 7/25/2005 (Pdge 1) ~
include as part of the lesson plan Math Science Social Stuflies
. Title: Title: Title:
printout. Ohj: Obj: Obj:
_ ) " PIAT: PIAT: PAAT:
Homework — A check in this box will E/A: EA E/A:
AdmiD1 AdA500 Afmdi0|

print all homework assignments in
each lesson plan block.

Monday

Standards/Other — A check in this
box will print all standard numbers
and other references linked to each

Honrework:

Mzfh: Complefe page 45 # 1-10

Honre waork:

Heonre wark:

lesson.

Unit Plan Name(s) — A check in this
box will print the unit plan name(s)
linked to each lesson

Document Name(s) — A check in
this box will print the document
name(s) linked to each lesson.

Step 3: Click “Print Page” button

Exporting Your Plans to Microsoft Word or Excel

Clicking one of these two buttons will allow you to

export your plans to either Word or Excel. This

allows for more formatting/page control.
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Viewing Administrator Comments

After reviewing your lesson plans, your administrator may choose to send you a comment regarding your submission. To

view your comment, follow the steps below.

___Step 1:
The first time you log on to OnCourse after an
administrator sends you a comment, you will see
a “Post-It Note” over your lesson planner screen
notifying you of the comment. To view the
comment, click the “Click here to view!” link.

&

“ou hawe comments from
wour =drinistrator.

Cloze [#

Click here to view!

Step 3:

Great Job!

A window will open with
the administrator’s
comment.

To archive a comment,
click on the “Move to Old
Comments” button after
reading your comment.

Close |

Move to Old Comments

=

Note: You can not delete
comments.

@ore [V [ [ [ @wers

Clicking “Close” will close the window;

Step 2:

The “Comments” tab will open. The “Post-It Note” for the
new message will be blinking. Click over the blinking note to
view your comment.

Hzl-|8|

]
i

Address [{€] hitp:fbeta. schoohuorksite.com{Planner plan

EEERL

Googe- |

.35p.
| g searchwed ~ | 2 | B 11ablocked fElAor] | [P options

My Prafile Log Off

hite 3 comment cliek on the "Mave ta 0id

[Createdon ]

6 (32005 Plans

Ele Edt View

ite.com - Microsoft Internet Explorer

742572005 5:27:19 P

Hzl-|8|

Favortes  Tools  Help ‘ i

(Deack - ()

= \ﬂ ﬁ 7;]|/71Seavch \;\‘\? Favories &z‘ = \'7. H -

g3

Address [{€] hitp:fbeta. schoohuorksite.com{Planner plan

EEERL

Googe- |

| g searchwed ~ | 2 | B 11ablocked fElAor] | [P options

My Pragrams

My Prafile Support Certer Log Off

Comments

8 Now Comments

[Createdon ]

® 1 Templates
¥ 32005 Plans

however, your comment will remain in the

current comments list.

| TS0 eneral 71252005 52313 P

Note: To view old (archived)
comments, click on the “View Old
Comments” link. Once you have
viewed the information, return to this
link again which will now read “View
New Comments”. This one link will
allow you to switch between new and
old comments.

18



Lesson Plan Sharing

Steps To Sharing Your Lesson Plan

STEP 2: Enter the sharing ID number of
After the person that you yvant to grant access
Clicking on to your plans and click the “Add

STEP 1: Click on “Sharing” from the
“Navigation Tree.”

Schoolworksite.com - Microsoft Internet Explorer

Ble Edt Wew Favortes Tools Hel “Shal’ing” I eaCher” button
" ] ) "
Qe - © [ B @b Pseach Slpraones &) = IORE =83 « K ”
Schoobworksite.com - Microsoft Internet bx; lorer.
addess | ] bttpa/10.1. 121 Plannerplanner_frame. asp v B th e S h arin g e
le Edit Wew Favortes Tools Help "
Links &] Intranet &) Schookworksite.com ] Guick Books  &] School Match  &] R§mote Workplace ] BlackBerry Web Client ] CMS Web £ L Comp. Curr, i t b . | | = %
Eal Iﬂ :" )Seafch 5 7 Faverites 4} - & El ﬁj d
My Programs My Profile Support Center Log Off a WI 4 Q = s P € r Iﬁ» 4\‘
July 2005 ( open addtess | €] http://1EMGgLPIannerfplanner_frame. as v B
i N 2= €3 | Fage 1 v || eoklyView v || Load Template | || Setings | [_Fit Freview ] []Post Plans p . Links @] Intranet  &] Schod c.com & QuickBooks (@] School Match ] Remote Workplace ] Blackerry web Clent &) cM5 web ] LA Comp, Curr. =
1
4 B B 7 8 My Programs: Ity Profile Support Center Log Off
1 1z 13 14 15 -
w o1 o u oz | |Cbective B 00 [ sharing
= % 7 8 29 | > @
2 ”
Thange +| 2 |Frocedure “8 €. Sharing
= S 4 5 & 7 % -
5 ANkol | ) 4 & 1 14 u | [Teacherswho caniew my lesson plans:
Nikole Contini Evaluation B o1 oa a2
B3 unit Plans B B T BB | How To Allow Anather Teagher to View by Flans:
® Documents > | 1. &skthe teacher for their Bharing ID #
z g
T My Calerdar |3 2.Enter their Shating D # infhe box belov
vy H = ZCharlotte 3. Click the "Add Teacher” Hition.
o | Comments 2 Gaspard 4. LUpon succestul completign you should see the other teacher's name listed in this section below. If you do not, please verify their Sharing ID
2 Search Plans [ unit Plans
&) Reparts > 0 Documents Pleass Mote: nother taactde will oy be bl to visy and copy from your planner. Ancther teacher san never st of delets your lsssons. You
o = may remove a teacher fror is list at anytime by clicking the "X next to their name.
i < -] ] My Calendar
& [ Templates g | Comments Sharing ID #, | [ gt Tesener
1 (32005 Plans 2 Search Plans
1704 Plans ) Reports

[Teacher's whase Ieﬁunalans 1 can view:

# [ Templates My Sharing ID #: 5902
[# 32008 Plans Please ivehe Sharing ID # above 0 thase teachers whose plans you would like access to. They wil need t grart you access to their plans by

followingthe instructions above inside of their account, Security Notice: Giving et your Sharing ID # enly allows cthers to aive you access tatheir
plans - t doss ot allow others to give themsshves access to your plans.

8 contini, Niole

A list of everyone who has granted you access to
view their plans

] Dore B Internet

Ele Edt Vew Favortes ook el

Note: O © BEG P e @35 @ UEPOE S

rosoft Internet Explorer |

Ciif;ﬁ.l‘:i”‘;;i;’TL?SIL”T!TEZZI:W B st 8 remes e Bl staeyvehciow. € s g tacern L Your Sh aring ID. In order for
Once a co-worker L .
grantS access to yOU, dEE. T:Z::,-swhnmvigwmy.em,..m: Someone to glve you aCcess to
you will see hisher " =" § e ey lsen |2, you bt
name (if you select - e AR ——— give him/her your sharing ID

0 bocuments Please Nate: Another teacher wil oy be ahle to view and Gopy ffom yaur planner. Anather teacher can never edi o defete yaur lessos. You
his st ot g the ")

the down arrow) in Bvoi | e e e number.

the drop-down box

[Teachers whose lesson plans | can view:

# [ Templates My Sharing ID #: 5992
under the calendar st a R ———————
- ) (42007 Plans fellowingthe instructions above inside of their account. Security Notics: Giving out your Sharing ID # only allows others to give you access to their

plans -  does not sllow cihers {0 oive themsslves aceess to your plans.

(32005 Plans )
K & contini, Nikole:
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Lesson Plan Sharing

Accessing Another Teacher’s Lesson Plans
Step 2:

Step 1:

Click on the “Change User” drop-down box. A list of all co-
workers who have granted you access to their plans will appear.

& Schoolworksite.com - Microsoft Internet Explorer

0 Documents
| Comments
7 Search Plans
&) Reports

I [ Templates
# [342010 Plans
[ 32003 Plans
[# (32007 Plans
B (32006 Plans
[ 32005 Plans
= 32004 Plans
& [32003 Plans
i 32002 Plans

2 Schoolworksite.com - Microsoft Internet Explorer

Select the person whose plans
you would like to view.

E@

 Ele Edt Wiew Favortes Tools Help
H @ Back ﬂ IEL‘ ) ) search g Favortes ) - = El @ i 3
¢ Address ] http:d10. 1.1, 21/Plarner/planner_frame. aso v Ee
Links 4] Intranet €] Schoolworksite.com @] uick Books ] School Match (& Remote Workplace ] BlackBerry Web Client @] M3 Web 8] LA Comp. Curr &
My Programs My Profile Support Certer Log Off
00 782005 (2
|F=I|Bn 8 | Page1 || WeeklyView v || Load Template [+ | [ Settings | [ Print Preview | [ | PostPlans
| L I
4 s 6 7 8
1 12 13 M 15
8 o5 ow oz oz | |Obecthe By
Box o7 ow B x> B
» B E Procedure:
=
= 2 Nikole Contini Evaluation
18 Unit Plans
O Documerts >
y
&l My cendsr |
| Comments 2
7 Search Flans
&) Reparts >
& sharing %
[ Templates g
[ 32005 Plans g
)
& [32002 Plans ¥
5
E
&
k-]
'
€] Done ® Internat

Once you have selected another’s plans to view, the main

“Navigation Tree” will change to that person. Think of it as

being logged on into his/her filing cabinet. You have the
ability to access and search the Unit Plans, Templates,

and all weekly Lesson Plans. You will not have access to

his/her Document Library, Calendar, Comments, Sharing,
and Reporting.

See pages 22-23 for instructions on copying and pasting
from a shared lesson.

Fle Edt Yiew Favorites Took Help
O Back * lﬂ \EL‘ D |/ ) Search 7 Faverives 4E€) - B E @ ﬂ 35
Address [€] hitpeff10.1.1,21jPlannerjplanner_frame.asp v B
Urks @] Intranet (&] Schoolworksite,com  &] Quick Books &) School Match &) Remate workplace  (&] BlackBerry web Client (& Crs web i
Wy Programs | Wy Profile Support Center Log Off
00 T 1172212004 Cortiri, Nikole I
I B Page1 || weekly View || Load Template ~ | [ Print Preview
o L
8:45 - 9:30 SCIENCE 1 9:30 - 10:15 SCIENCE 2 10:15-11:45 SPECIAL 11:00 - 11:45 ~
0 To rewiew Module &, -Go to Kristina Thurnlert's ART Aweek - HEAL1E= B
Chapter 3 room to teach her class
>|P: Raview answers fom  |Science
T [chapter review p. A5G -See plans for Science 1
= ANikole Contini 2 |E: Oral questions to check
i Unit Plans understanding
O Search Flans (]
@ [ Templates O To assess students' -5o to Kristina Thumlert's PHYSICAL * Tirne to complete morming
# (32008 Plans I ledge of material room to teach her class EDUCATION activity: journal and Math
# 32007 Plans covared in Madule A, Science Boxes
[ 42006 Plans o [Chapter 3 -See plans for Science 1 * Review answers for Math
& 2005 Plans S |E: C_haplenes( frorn book Buoxes tnge(her_(giva
5 E32004 Plans 12 Madifications: Extendad needed instruction when
¥ |tirne, oral testing, fewsr necessary.)
£ [aDecember = B
2 choices Pack-up
= [aovember
A 11/25/200¢ B SFEECH 1100 - 1130 - Abby
H11/22/200¢
m 0: To review Module A _Go ta Kristina Thumlert's COMPUTER Mrs. Marchei & Mrs
Enfiszoo Z|P: Stuents wil complete |room ta teach her class Contarina in for project
E11/08/200¢ 17 \review worksheat Science
Ejotj200¢ | £ E: Oral questions to check |-See plans for Science 1 SPEECH 1100 - 1130 - Abby
@ CRoctober £ |understanding
[ [aseptember
) [3August
et - School Closed for
£l 2 121 Thanlen ! L
€] ® Internet
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Lesson Plan Sharing
Navigating Around in a Shared Lesson Plan

3 Schoolworksite.com - Microsoft Internet Explorer

Fle Edt Wiew Favorites Iools  Help T
A ) Y = 6y 69 =
Qﬂack A > ﬂ lgl () | ) search ¢ Favorites & - da =3 H @ 11 .“i
EX&I | |p|e. Address @] http:i10,1.1.21jPlanneriplanner_frame.asp ~| B &0
»

Links @] Intranet &] schoohworksite.com &7 Jllick Books &7 School Match & Remote Workplace &) BlackBerry Web Client  &] CMS Web
N

My Programs
-l 005 (3 [11/22:2004 Contini, Mikols <
B ) G P 1~ WEA\/\EW || Losd Template + |

8:45 - 9:30 SCIENC. 1 9:30 - 10:15 SCIENCE 2 10:15-11:45 SPECIAL 11:00 - 11::
Q1 To review Module i, -Go to Kristina Thumlert's ART A week - HEA| |
Chapter 3. room to teach her class
P: Resigw answers fiflm Seience |
chapter review p. A -See plans for Science 1

Support Certer Log Off

Upon selecting another’s weekly lessons, a new tab will
open with the shared plans being displayed.

Notice that the name of the individual and the date appear

>
=
3
on the tab of the shared plans. - hock
#8 Unit Plans understanding.
. /7 Search Flans L]
The movl ng toolbar al |OWS you to % [ Templates Q: To assess students’ -Goto Kristina Thumlert's PHYSICAL ™ Time to complete morni
# 32003 Flans knowledge of material room to teach her class EDUCATION activity: journal and Math
# [32007 Plans covered in Module A, Science Boxes
H H H H 2006 Pl Chapter 3. -See plans for Science 1. * Review answerg for hat|
1 ) COpy an entl re Iesson |nC|Ud | ng homework, Standards, : :ZUU5 p‘::z E E: Chapter test from boak. Baxes tagether (give
d h E = 37004 Plans § Modifications: Extended needed instruction when
T = = [time, oral testing, fewer necessary.)
and attachments 15z e || [me.or peceeea
= CaMavember
T — R ———
2) Copy Standards Only % B zziz0n 0 To review Module A, -Go to Kristina Thumlert's COMPUTER Mlrs. Marchei & Mrs
E11/15i200¢ & |P: Students will complete  [room to teach her class Caontaring in for project
[ 11/osiz00¢ ?, review warksheet Science
E11j01/200¢ | £ |F: Oral guestions to check |-See plans for Science 1 SPEECH 11:00 - 11:30 - Abby
# [g0ctober S understanding.
® Ca@September [
®3tust w1 Sehool Closed for
< 3 |3 Thankeaivina =
&] @ Internet

Note: You can'’t edit another person’s lesson plans. To edit your plans or
to get access to your plans, unit plans, documents, calendar, comments,
searching capabilities, reporting, sharing, and templates, you MUST go to
the “Change User” drop-down box (under the calendar) and select
yourself as the user. You can only view and copy another’s plans.



Lesson Plan Sharing
Copying and Pasting From a Shared Lesson Plan

3 Ways of Copying:
1. Copying Entire Week

2N Schoolworksite.com - Microsoft Internet Explorer

2. Copying One Lesson from a Lesson Plan Block ol S0k S8 : ®
. (€ LI Iﬂ |EL| ) search 57 Favoriees 62 - = E @ 5 g, §
3. Copying Only Standards from a Lesson Plan e €] 110,11 21 lserlerner_frame s ¥ B

BI o) Ck Links ] Intranet & Schookworksite.com @] Guick Books &) School Match & Remate Workplace ] BlackBerry Web Client ] CMS Web &

Iy Programs

‘ My Profie Support Center Log Off
05 (2['11:22/2004 Contini, Hikale = I

M =] G Page 1 v || WeeklyView || Load Template

To Copy Entire Week: Tk ks

6:45 - 9:30 SCIENCE 1 9:30 - 10:15 SCIEHCE 2 10:15-11:45 SPECIAL 11:00 - 11:45 A
: To review Module A, -Go to Kristina Thumlert's ART A week - HEALTGE B
hapter 3. rootn to teach her class
“ 9 : ; ;
1. Go to the “Change User” drop-down box STy Roov rwere fom | Sclnce, o
= Anikole Contini 7| & |E: i . .
and select the person from whom you want A ot (e aaaone 10 check
i H J-) search Plans 7@
to Copy See page 20 for dlreCtlonS On + [ Templates (: To assess students’ -Go to Kristing Thumlert's PHYSICAL * Tirme to complate moming
H + 32009 Plans knowledge of material rootn to teach her class activity: journal and Math
Changlng to anOther user' [# 32007 Flans covered in Module A, Science. EBUEATION Boxes.
& 32006 Pl o |Chapter 3. -See plans for Science 1. * Review answers for Math
. y 5 jznns p‘::z 8 |E: Chapter test from book Boxes together (give
2. On the Iesson plan tab (Wlth the person S = 32004 Plans 3;: Madifications: Extended needed instruction when
d d t ) I k th . J— @ QEpecember = [time, oral testing, fewer necessary.)
name an ate), clic € COopy Icon. — s choices. - Pack-up
E = .4__|Novem et
EH11/29/200¢ 5 SPEECH 1100 - 11:30 - Abb
3 Click on your Week|y tab (the tab to which - O To review Module & |-Go tn Kiistina Thumlart's COMPUTER Wirs. Marchei & hrs
" giii;z:zgg E P: Students will complete  |room to teach her class Contarino in for project
= “ | & |review worksheet Science
you Want to paSte) . E11j01/200¢ g E: Oral guestions to check |-See plans for Science 1 SFEECH 11:00 - 11:30 - Abby
® [d0ctober g understanding
. . . . . . # [g5eptember !ﬂ
4. Click paste icon (you will not see this icon if e
re in another person’s planner) < o 18] S =
you are in another person’s planner). . P p—

July 2005
—ur == il
Tu e i '_ | & | Page 1 % | | “WeeklpView % | Load Template % || Sethings ][ Print Prewview ] [ |PostFlans
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Lesson Plan Sharing
Copying and Pasting From a Shared Lesson Plan

To Copy ONE Lesson Plan Block:

1. Go to the “Change User” drop-down box
and select the person from whom you want
to copy. See page 20 for information on
changing to another user.

2. Position your mouse over the block you
want to copy.

3.  On the moving toolbar within that block,
click on the “copy” buttonsEg

4. Click on your weekly tab (the tab to which
you want to paste).

5.  Position your mouse in the block of your
planner where you want to paste the lesson
copied. On the moving toolbar within that
block, click the “paste” button.

=

‘2l Schoolworksite.com - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help o
Q) ook ~ Iﬂ E f o3 /.' ) Search , Favorites ) - dg @ @ [ 8
Address |£8] httpyf110.1.1.21/Planner/plarner_frame.asp v B o
Links 4] Intranet  &] Schoolworksite.com  4&] Quick Books & School Match & Remote Workplace  «&] BlackBerry \Web Client @] CMS Web i
Mty Programs | My Profile Support Center Log Off
11:22/2004 Cortini, Mkole %I I
EP | Fage 1~ || weskly View v || Load Template -+
8:45 - 9:30 SCIENCE 1 9:30 - 10:15 SCIENCE 2 10:15-11:45 SPECIAL 11:00 - 11
O To review Module &, -0 to Kristina Thumlert's ART A week - HEAR B B
Chapter 3 room to teach her class
= |P: Review answers from Science.
B [chapter review p. ASB. -See plans for Science 1.
ole Contini *~ g E: Oral guestions to check
£ Unit Plans understanding.
- search Plans @ I
# 4 Templates Q: To assess students’ -Go to Kristina Thumlert's PHYSICAL * Time to cornplete mj—\ing
F [ 2009 Pl
i S e " i ks | el s il il B
+ |_42007 Plans covered In Wlodule A, cience. OXES.
# 32008 Plans o |Chapter 3. -See plans for Science 1. * Review answers for Math
# [2005 Plans 8 |E Chaph_:)rlesl from book Boxes t_ugether_(gwe
= 32004 Plans 5 Modifications: Extended needed instruction when
s F |time, oral testing, fewer necessary.)
# [_jDecember Ed
g choices Pack-up
= [_iMovember
[ 11/29/200¢ [E SPEECH 11:00 - 11:30 - Abby
iz - ] = T
% O To review Module A, -Go to Kristinag Thumlert's COMFPUTER frs. Marchei & Mrs.
-3 115/ E P: Students will complete  |room to teach her class Contaring in for project.
[E11/08/z00¢ @ |review worksheet Science
[ 11/01/200¢ 5 |E: Oral questions to check |-See plans for Science 1. SFEECH 11:00 - 11:30 - Abby
¥ [_J0ctober g understanding.
[ [_jSeptember lgjq
[ [ JAugust
ity ¥|_| school Closed for
4 3 |2 Thankeaivina —
&) & Intermet

To Copy Standards ONLY (from one lesson plan block to another):

1. Repeat steps 1 and 2 from above.

2. On the moving toolbar within that block, click on the copy standards button. Bz

3. Repeat steps 4 and 5 from above.
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Uploading and Attaching Documents — Uploading Instructions

Note: To link a document to a lesson plan block, you must first upload the document into your “document
library.” After your document is in your library, you may attach to a day’s lesson, to a homework assignment, or both.

Step 1 — Click on
“Navigation Tree.”

Documents in your

4 Schoolworksite.com - Microsoft Internet Explorer FEx
Ele Edt View Favortes Tooks Help P
| Qe - ] [@] €0 POseach Sipravnes €3 = EB&E s
¢ address | @] httpi/f10.1,1,21 Plannerjplanner_frame, asp v B
 Links @] Intranet &] Schookworkste.com (&) Quick Books €] School Match ] Remote Workplace ] BlackBerry Web Client  &] CMS Web & LA Comp, Curr, il
1 12 13 11
i HS w5 oam Objective: B B
R B
~| g [Procedure:
=
Evaluation
=
3
8
2
i s
£
3
2 /
13 3
: The “Document
& 32002 Flans K] e OCU en S
5 .
g tab will open.
?
=
©
€] Done @ Internet

Step 3 -

After clicking on
“Upload Document”,
the window at right
will appear. Click ="
“Browse” to navigate
to the location where
the file that you want
to upload is saved.

N http:£10.1.1.21 - Upload Document - Microsoft In... g|§|g|

Attachment information

Categonw I ¥

File: | / | Browse...

W

Step 4 —

Click “Upload File” to upload to
your document library.
@Done

e Inkernet

Step 2- Click on “Upload Document.”

<2 Schoolworksite. com - Microsoft Internet Explorer

File Edit View Favorites Tools Help

: Q) sk - b [@ @ O sean

¢ address | @] http://10.1,1.21[Plannerjplanner_frame.asp

T E@ﬁi‘i

Support Center

an be uplaaded and stored here. These dacurmerts may then be linked to indivi dual lessan plans andfar

You are currently using .09 out of 50 Megabytes

*Mots: Click column header to sort documerts
[ ame Category || Description | size [upload Date
X [Elcatsiog Workshests

001 MB 7A202005 1246:57 P
¥ [E]Development Summer xis

¥ [EFina Fax doc

002 WB 7/18/2005 5316 AM

006 WB 7182005 35336 AM

&) Reports
8 sharing
= [ Templates
(242008 Plans
€ (42007 Plans
(2008 Plans

4 Internet

& Done:

Category — What type of document are you uploading?
Examples include test, quiz, study guide, homework,
worksheet, etc...After you type the category once, it will
be added into the drop-down options.

Description — Type a description of your document. For
example: Test 1 — 15t Grading Period; Reading Test 4-
Grading Period 2; etc.

Note: It is recommended that you enter
information into the category and description
textboxes. This will be helpful for later

searching of uploaded documents. 24



Managing Documents in Your “Document Library”

To view your document(s), information about your document(s), or to delete your document(s), click on Documents from the
main “Navigation Tree.” Your “Documents” tab will open as shown in the picture below.

! 2 Schoolworksite.com - Microsoft Internet Explorer

. . o Fle Edit View Favortes Tools  Help T
ITooklng for a document in your “document | [ow 0 BB 60w g 0|2 & R
Ilbrary”? . address | &] http:j10.1.1.21/Planner/planner_frame. asp v| B e
By using the Sorting feature, you can sort your I | B intranst &) Schoolworksie com ] Quick Boks (&] Sthool Mstch ] Remots Workplace ] BlackBerry Web Clisnt (] CHS Wb &3] LA Comp, Curr.
documents in the list by NAME, CATEGORY, | o
DESCRIPTION, SIZE, or UPLOAD DATE. . 8 § pocuments
To sort, click on the one of the headers: B - A e e A e e
NAME - sorts in alphabetical order by document name. + | ... * Yoy ““’*"e”""*'”g putelf] ""egab““M A,
CATEGORY - sorts in alphabetical order by category. 1 |= &g T ——— ||4¢|
For example, all qUiZZGS would be grouped together, il i %@9% 3 [=) Develooment Sunmer s 0.02 M8 THBI2005 3.53:16 AM
all tests grouped together, etc. Wy R msacos
DESCRIPTION - sorts in alphabetical order based on st |
the description of the document. i The maximum file size is 5MB per
SIZE - sorts by the size of each document with the s it iy document. There is a 50MB limit for all
biggest document appearing first in the list. gy files stored in your document library.
UPLOAD DATE - sorts by date it was uploaded, the The statement next to the "Upload
most recent date will be listed first. Document” button tells you how much

space you are currently using.
&) pone © Interret

-Deleting your documents:

Viewing your documents: To delete a document from your library, click
the 3¢ next to the document name. If you are
attempiing to delete a document that is
attached to a plan, your homework, or both,
you will get a message telling you it is linked
and asking you if you want to continue.
REMOVING A DOCUMENT FROM YOUR
LIBRARY WILL PERMANENTLY REMOVE IT
FROM ONCOURSE.

If you want to view a document in your library, click on the
name of the document under the name header.



Uploading and Attaching Documents — Attaching Instructions

Note: Once you have uploaded the document(s) to your document library, you are now ready to attach it to a lesson

plan, to a homework assignment, or both.

Step 1 - Position your mouse over the block to which you
want to attach the document. Click to enter into the Lesson
Plan Editor.

2 Schookworksite.com - Microsoft Internet Explorer

File Edt View Favorites Tools Help "
ol & A
\ ) < o 38
Q) sk - BB ) search ¢ Favarites (%) = E @ i3
Address 4] hetp:ff10.1.1.21jPlanner/planner_frame.asp v | Eso
Links &] Intranet @] Schoolworksite.com  &] Quick Books ] Schoal Match (& Remote Workplace @] BlackBerry web Client @] cMs web 8] LA Comp, Curr. 2
My Programs My Profils Support Center Log Off
1 12 13 14 15 . .
BB oW o o= Objective B
n om ow o=m on|z B &
. T g Procedure:
=
= Anikole Contini Evaluation:
i urit Plans
0 Documents >
z
By caknder [ F
] Comments 3
) Search Flans
&) Reports =
8 sharing 2
# [ Templates H
[# (32005 Plans g
B (32004 Plans
# (32003 Plans By
# 2002 Flans 3
5
2
E
=
2
&
& Done © Internet

Not Attached — document is residing in your library but not
attached to anything.

Attached to Lesson — document is attached to a lesson
plan block.

Attached to Homework — document is attached to the
homework section of your website.

Attached to Both — document is attached to your lesson
plan block AND your homework assignment.

Step 2 - The Lesson Plan Editor window will open. Click the
“Attach Documents” tab. To attach a document, select one

option from the “STATUS” drop-downy See options for

attachments below.

23 http:/4/10.1.1. 21 - Schoolworksite.com - Microsoft Internet Explorer

dit Plans /Home! JAttach Documents [0 o 5 "
— ﬂ 2 Cloge ]
—
v
Mtach previously uploaded documerts to lesson plans, homework or both below, Please Note: Selecting the "Homework” or "Both” option will make that
docurnert 3vailzble for viewing and downlosding by students 3nd parents via your OnCourss teacher website
»
| Status ” Hame ” Cateqory | Description Size || Upload Date
| Mot Attached L2 @ carts joy Worksheets 001 7H202005 12:46:57 PM
[ Mot Attached | @Develnpmem Summer xls 002 7HM3i2005 9:53:16 AM
FRE T —— BFlna\ Fax.doc 006 7r82005 9:53.36 AM
Attached to Homeswork
Attached to Both
i@j Done ] & Intermet
. .
Options for attachments.
‘ Status || Hame H Cateqory || Description ” Size || Upload Date

0 BA0/2003 3:52:29 PM

[Ejtest i
)55 Grade 1 dac

Mtached to Lesson
Atached to Homeswvark
Atached to Bath

Quizzes 026 62672005 5:20:13 PM

@1053341 9.pulf Warksheets Thiz is for Reading 3rd period. 0.09 B/30/2005 11:14:02 AM
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Attaching Documents - A Little More Info.

23 http:/4/10.1.1. 21 - Schoolworksite.com - Microsoft Internet Explorer

Looking for a document?

Use the sorting feature. Remember you can sort by it
Piach previously Uploaded dosuments to lesson plans, homework or both below. Please Note: Selecting the "Homework” or "Both” aption will make that
NAM E , CATEGO RY’ D ESC R I PT I O N , S I ZE , and docurnent suailzble for viewing and downloading by students 3nd parents uia your ORCourse teacher website |
. . . us Hame eqory | Description Size (| Uploa e
UPLOAD DATE. See sorting instructions on page 25. Ty T P

| @Develnpmem Summer xls 002 7HBM005 9:55 16 A
i -

o i
Attached tg Les=on
Attached tg Homeswvork
Attached tg Both

BFina\ Fax.doc 006 7H38/2005 9:53:36 AM

Documents Attached to Your Website:

Keep in mind that whatever type of document you upload
(Word, PowerPoint, Excel, etc.), the end user (parents and
students) must have the program installed on his/her
computer in order to view the document. It is
recommended that you convert your document(s) to PDF
before uploading to your document library. To do this, use
the FREE program CutePDF Writer. You can download this
program from www.cutepdf.com. Bloore O © et

When you attach a
document to your plans,
your homework, or both,
the drop-down box will be
highlighted green.

After attaching a document to a lesson, you will see a paperclip in the
lower part of your lesson plan block (next to homework and standards __
icon). You can attach more than one document to a lesson. If you
hover over the paperclip in your planner, a “tool tip” box will tell you the
name of the file.

———— i

SpellingwWord Study
0: Vocabulary Lesson Two -
Review Reading
Comprehension Activity

E: Student Participation

M: Vocabulary Packets
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Adding New Templates

‘3 Schootworksite.com - Microsoft Internet Explorer

Note: A default template name will be
automatically assigned. To re-name your

Fie Edt iew Favortes Took  Help "
@ eack - BREE ) ) search . Favortes () - El @ i 3
address [] bitp:f{10.1.1,21 Planner/planner_frame.asp = kS
Links @&] Intranet & Schookworkste,com 4] Quick Books 4] School Match 4] Remote Workplace (& BlackBerry Web Clent &] CMS Web i
Support Certer
T T 1) 2o, @ | Page 1 || Weskly Visw || Load Tomplats | [ Settings | [Pt Preview | |_ReHame | | Delete
) | a1 v sy i | Lo T | [t ]
4 5 13 7 8 8:00-8:30 9:00-10:00 10:00-11:00 11:00-12:00 ~
B oEon B [objestie Objective Objective Objective B Borr |
x x5 o» o5z B o
| 2 |Procedure Proced Proced Ppceris
5
=
Evaluation Evaluation Evaluatiy Evaluation
Objective Objective tective Objective
z
 |Procesure Proced® Procedure Procedure
]
Evaluatio Evaluation Evaluation Evaluation
| _temective Objective Objective Objective
3
Wi 3 Templates ®
H
" £ |Procesure Procedure Procedure Procedure

—— Step 1: Click on Templates from the “Navigation Tree”.

Step 2: Click on “Add New”.

= [ Templates
[+ Add Mew
DMy

Templake

Step 3: A blank template will open. You will have
to set up your template as you did before. See
pages 8 -11 for step-by step instructions.
Remember, everything is PER PAGE.

2 Schoobworksite.com - Microsoft Internet Explorer

File Edt Wiew Favorices

Qo - € - [x)

Address @] http:{10.1.1.21 Pla
Links @] Intranet @] Schookworksite,com ] o

Tooks  Help e

\E‘ S ) search _\ Favorites  {F%) - & E @ g 3

wick Books 4] School Match &) Remote Workplace (& BlackBerry Web Client 4] €M5 Web ] LA Comp, Curr,

Mty Programs

z |F3|8 & Page1 v || weekly View v || Load Template ~ | [ Setings | [_Print Preview | [ Re-Name | [ Delete |

Wy Profile Support Certer Log Off

[ Template 3 I

o 13 14 i
119 20 21 22
5 % @ | 2

<
Mpnday

Haka
B

template, click on the “Re-Name” button.

= A Nikole Contini
I unit Plans

0 Documents

[ My Calendar

.| comments
Lkl

Tdesday

To delete a template, click the “Delete” button.

&) Reparts
8 sharing

= [ Templates
7] Add Mew
[T]A Week
[Tl6 wesk
[T]Template 3

Wednesday

[ (32005 Flans

After creating your new template, it will appear in the “Navigation Tree” in the “Templates” folder. After
your new template is created, it is ready for use in your lesson plans. See page 13 for instructions on

loading your template.
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Accessing State Curriculum Standards

State Curriculum Standards can be accessed via the Lesson Plan Editor. To access link the state standards into your lesson,
follow the steps below. Note, this example is using the Louisiana Grade Level Expectations. Your state standards will appear.

Step 1: Get into the Lesson Plan Editor by
clicking inside a lesson plan block. Pay attention
to the day of the week and the subject area for
which you are planning. ==

Chenge Day/Periodt | Tue v | Meterials

Step 2:. Click on your “State Standards” Tab.

‘2 hitp://beta.schoobworksite.com - Schootworksite.com - Micrusoft Internet Explorer

Save |[Close || Save aclose |

-2 Schoolworksite.com - Microsoft Internet Explorer o =ES Enter Lesson Plan hift-Enter For Single $pasing)
Fle Edt Wiew Favortes Tods Hep a E 3 BREw o o | = i
Q- O HNREAG P seuch g rmentes @) = E @ s | Fort ~v|[seev|B 2 U = ~ | Highlight  ~|
Address [ ] hitp:}J10.1. 1,21 Planner/planner_frame. asp M= k3
Lirks &] Intranet &] Schoolworksite.com 4] Quick Books & School Match & Remote Workplace & BlackBerry Web Clisnt 4] M5 Web 8] LA Comp Jurr
My Programs My Profile Support Center Loy Off
0 711812005 (3|
; =] & 8 | Page 1 v || Weekly View v || Load Template | [ Settings ] [ Print Preview [1PostPlans
-
Objective: ENE v
2 (=7
E |Procedure:
1§
H
Evaluation
& Enter Homework Here - (Fress shift-Erter For Single Spaeing]
3 5
2 S %R o s @ — |Symbals v | &2 W] [ [ L2
- bt - -
Fort v|[see v|B 7 U = | color ~ | Highlight  ~ |
3
&
%
42005 Plans g
i (32004 Plans
&] Done #® Internet

Step 3: Click on your Content Area. Step 4: Select your grade level.

2} Schoolworksite.com - Microsoft Internet Exparer

2} Schoolworksite.com - Microsoft Internet Explorer

<< Standaids Hame Select Grade: <
Content Area . f
M Mathematics K Enter Keyword(s) | Land | Clear Searcl Gy
S Science Mathematics e

$S Social Studies
ELA Endlish Language Arts

Grade 3

Grade 10

Grade 1112
Kindergarten
FreKindergarten

Standards linked to this lesson: (clic link to view hierarchy)

Standards linked to this lesson: (clid link o vi )
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Inserting the Standards Into Your Lesson

Step 1: Click the |Gk next to the
standard that you want to link to

2 Schoolworksite.com - Microsoft Internet Explorer

Louisiana GLEs

£¢ Standards Home Select Grade: | Grade 4 -

Plan

Instead of scrolling

Enter Keyward(s): and v | Clear Search <

Mathematics

Mumber and Mumbker Relations

(Dx) (M.4.1.1) Read and write place valug in weord, standard, and expanded form through 1,000,000 (M-1-E)

your lesson.

[Dx) (M.4.1.2) Read, write, compare, and order whole numbers using place value concepts, standard notation, and models through

1,000,000 (N-1-E) (N-3-E) (A-1-E)

Note: The number next to ’[he_E

button will display the number of

times you linked that standard
throughout the year.

The standard selected will
appear in the window belqw.

To “unlink” the standard from
your lesson, click the B

Step 2: When you have finished
adding standards, click “Save &

Close.”

i [0y | M.4.1.3) ustrate with manipulatives when & number is divisible by 2, 3, 5, or 10 (N-1-E)

o | By e e R nutiodin e Bueor fror it 2 2 ol aeeeemeet et ol et urioers
%

Ies55 than 50 (N-1-E) (N-6-E) (N-7-E)

[+ Jioxy|M 41 5) Rea, write, and relats decimals through hundrecths and connect them with corresponding decimal fractions (N-1-E)

(N-A-E) (8-1-E)

& (M.4.16) Model, read, write, compare, order, and represent fractions with denominators through twelfths using region and set modsts
X
=i

Standards o) Save & Close

23 Schoolworksite.com - Microsoft Internet Explorer,

<¢ Standards Home Select Grade: | Grade 4

Enter Keyword(s): and | _ Clear Search

Mathematics

Mumber and Mumber Relations

(UXJ

(M.4.1.1) Read and werite place valug in word, standard, and expandesd form through 1,000,000 (N-1-E)

(DX)

(M.4.1.2) Read, write, compare, and order whiole numbers using place value concepts, standard notation, and modets through
1,000,000 (N-1-E) (N-3-E) (A-1-E)

EUXJ

(hl4.1.3) lustrate with manipulatives when & numiber is divisible by 2, 3,5, or 10 (M-1-E)

E1 ]

(M.4.1 4) Know all basic facts for muiplication and division through 12 x 12 and 144 #12, and recognize factors of composite numbers
less than 50 (N-1-E) (N-6-E) (N-7-E)

EUXJ

(M.4.1.5) Read, wiite, and relate decimals through hundredths and connect them with corresponding decimal fractions (N-1-E)

EUXJ

(M.4.1.6) Model, read, write, compare, order, and represent fractions with denominators throuah tweelfths using region and set modets
(N-1-E) (A-1-E)

| o |

B M.2.1.1 Model, read, and write place valuss for numbers through 999 in word, standard, and expandgl form

N-1-E

Standards linked to this lesson: (ciick link t hierarchy) Save & Close

through all standards,
use the “Search” box to
find standards related to
a particular topic.

Note: A flag icon will
be placed at the
bottom of the lesson
plan block symbolizing
that standards were
linked to the lesson.

SpellingWord Study
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Comprehension Activity

E: Student Participation
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SO

To run a report:

11 12

Step 1: Click on “Reports” from| 1 3
the “Navigation Tree.”

The “Reporting” tab will
open.

Step 2: Select Type of
Report (Report Option).

Report Options:

July 2005

" e

Monday

= 2 Technology
Trainer

{8 Unit Plans

Title
Obj;
PiA,
Eif\
Al

[

10 Documents
[ My Calendar
o | Comments

\ 7
—> Ef | Reparts

Tuesday

8 Sharing
+ [ Templates
[# 32005 Plans

Wednesday

Reporting

The reporting feature allows you to run your own personal reports to see what standards you have taught and how often.

Report Parameters

Selost Toacher: [ Technology Trainer &

wy Sclect Option: [Only Show Me Standards | Ha
>

“Only Show Me Standards | Have Linked” Report
— displays all standards linked and the number of
occurrences.

“Show Me All Standards” Report — displays all
standards for that subject/grade level. The
standards linked and the frequency are
highlighted in bold print. Standards not linked
are grayed out.

Start Date (Format - MMYDDIYY): : P/25/2008

End Date (Format - MM/DIHY'Y): - [7/25/2008

>
Generate Report_ W

Linked o
o
o

—Step 3: Select start and end dates.

You can either use the calendar icons
or type in the MM/DD/YY format.

Step 4: Click “Generate Report” button.
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My Calendar

Use of the “My Calendar” feature can prove to be a valuable organizational tool. All homework assigned will appear in
BOTH the lesson plan calendar and on the homework calendar on your website. You also have the ability to add “private”
information to your planner calendar without posting it to the website.

—Click on “My Calendar” from the “Navigation Tree.”

2 Schoobworksite.com - Microsoft Internet Explorer
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[ (32002 Plans
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11 1z 1z 14 16 ‘Th\; calendar shows both your private and public homework and ewents. To preview the public website calendar click this link. ‘
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g ange User—__|3
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€] Done # Internet
"0 Search Plans
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8 sharing
[ [ Templates
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Adding Events to Your Calendar

Step 1: Click the “Add Event” button.

A Schootworksite.com - Microsoft Internet Explorer

Step 2: The “Create Event” window will pop up. Give
a title for your event, a description (optional), a web link
(optional), and a start date and end date if the event

P B Bl ueh Eaet i o * .
@ OB R G| O dere O OB S spans over several days (optional).
¢ ackiress [ @] httpiJ10.1.1.21/Planmerfplaner_frame.asp - B B
S Links & Intranet & Schoolworksite.com ] Quick Books & School Match  &] Remate Workplace (& BNgBerry web Client &) CM5 Web & LA Comp, Curr, i ~ —
e o A hitp://10.1.1.21 - SchooWorkSite.com :: Edit Calendar... [= ][5 X
Calendar bx I
28l ] My Calendar Create Event: [Save ] [ Save & Close ]
141 152 153 174 135 ‘This calendar shouws both your private and public homemork and everts. To previem the public mebsite calendar click this i ‘ 2 . .
19 m w2 ‘ Title: | |
BT BB gy 1lbay 5| workwesk 7]wesk 3ijMontn 3| vear 2] A Event _{ Print Calenciar K .
= July, 2005 Mext Month = 2
=] gnif ard Reilley — = 25 |
{8 unit Plans br m m e it 3 |
0 Docurents
] My Calendar Cescription:
o] Comments
0 Search Plans |
& reports g n g 5 i 5 q | ]|
83 sharing
@ 3 Templates = i
# 32005 Plans e beite Link: | Test
[ 32004 Plans - —
[ (32003 Flans ho ht 2 13 12 s he £ ; )
Homework  [faL|Homework  |[{]Homewor (2] Homewor k] Homework Start Date: E?'ﬂ 92005 '_'.‘_"E |3ZD|:| P L-L} D All Bay Event
End Date: |7A9/2005 ool |3:00PM €]
L s 1] 20 21 22 23 L !
LlHomework  [Test Ti)Homework  [{)Homework oL Homewark
et v [“] Add To Wehsite Calendar
(] omewort Fublish On: |7H 92005 j':ﬁ
&1 B Internet
Teacher Tip: Your calendar can also be a
great personal organizational tool. You can
include notes and reminders to yourself that
only you will see. Examples include faculty
meetings, scheduled professional €] bone ® et

development workshops, the date of your
formal observation, due dates, reminders to
make copies, etc.

The above information will appear on your public

website calendar if you check the “Add to Website

Calendar” box and select the date you want it to

publish. If you leave this box unchecked, only you 33
will see this event on your calendar.



